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	Louisiana Wing Operating Instruction PD01-08C


January 29, 2008

Professional Development

PROFESSIONAL DEVELOPMENT FORMS SUBMITTAL PROCEDURES


1.  CAPF 11 Senior Member Program Director’s Report

This form is submitted for completion of Level One, CPPT, Level One AND CPPT, SLS, CLC, RSC, NSC, etc.  At the unit level, the form should be used only for Level One and/or CPPT.  In this case, only the signature of the unit commander or training director is required.  Send the form directly to CAP NHQ for processing and keep a copy in the local unit records.  DO NOT SEND A COPY TO LAWG.
2.  CAPF 17  Application for Senior Member Activities

This form is used for Regional and National member activities (RSC, NSC, etc.) and submitted to LAWG for signature and forwarding as required.  Retain a copy at the unit level.
3.  CAPF 24  Application for Senior Member Professional Development Awards

This form is submitted to request awards for Levels II-V in the senior member professional development program.  Level II awards may be approved by the unit commander, the form signed and forwarded directly to CAP NHQ for processing.  Retain a copy at the unit level.  For Levels III-V, LAWG approval is required, so forward the form to LAWG for processing.  Retain a copy at the unit level.

4.  A tracking log will be maintained at LAWG HQ.  As applications/forms are received, they will be entered into the log and processed.  Please submit all forms in electronic format to LAWG HQ at lawghq@lawg.brcoxmail.com.  For paper format, mail forms to LAWG at the address listed above.

5.  All PD forms may be submitted electronically, and this method is preferred:    
        (1) Complete the form and place the name, title and unit of the signing authority in the signature block of the form and save the file.
       (2) Prepare e-mail and ensure the name, title and unit of the signing authority is in body of the e-mail and attach the file (form) to the e-mail. 







Christine Richmond, CAPT, CAP







Director of Professional Development
Semper Vigilans


